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Reports 
Insight Enterprise



Insight Enterprise provides two method of reporting:  standard reports and ad hoc reports.  There are over 80 standard reports in the system.  Ad hoc reports allow the user to develop a variety of customized reports based on any of the pre-defined report data sets.

Standard Reports
Standard reports are available by selecting ‘Reports’ on the ‘Reports’ menu in Insight.  When running standard reports, selection criteria is entered to specify which data is to be included in the report.  The selection criteria varies for each report based on the nature of the content included in the particular report.  The table below provides a listing of the available reports in the system groups by categories.  When a report is related to more than one category, it will be listed under each relevant category.  The report categories included in this table are:
· Advertising Costs

· Applicant

· Eligible List

· Exam Plans

· Hires

· Interest Cards

· Postings

· Referred Lists

· Requisitions

· Statistics

· System Administration

· Tests

· Vacancies

	Report Name
	Description
	Fields

	Advertising Costs
	
	

	Cost-Per-Hire Detail
	Displays advertising information with associated costs. Select Date Range
	Date Range, Exam#, Job Title, Ad Type, Ad Start Date, Ad Name, Amount

	Cost-Per-Hire Detail by Department
	Displays advertising information with associated costs by Department. Select Date Range
	Date Range, Department, Job Title, Ad Type, Ad Start Date, Ad Name, Amount

	Cost-Per-Hire Summary
	Displays cost-per-hire based on advertising costs, calculates average cost-per-hire. Select Date Range
	Date Range, Exam#, Job Title, Department, Total Amount, Grand Total, Average Cost Per Hire

	Cost-Per-Hire Summary by Department
	Displays cost-per-hire by department based on advertising costs, calculates average cost per department. Select Date Range
	Date Range, Department, Exam No. Job Title, Amount, Grand Total, Average Cost Per Department

	Applicant
	
	

	Applicants Assigned for SME Review
	Displays applicants that were sent for SME Review by exam plan. Select Exam Plan(s), Applicant contact fields, Agency-wide Questions, Job-Specific Questions
	Last/First/Middle Name, Address, City, State, Zip, Home Phone, Alternate Phone, Email, Date App Received, Person ID (or SSN), SME Reviewer(s), Agency-wide questions, Job-specific questions

	Applicants by Filled Requisition
	Displays applicant’s information/status by filled requisition using specified dates. Select Date Range
	Req.#. Req. Title, Department, Date Filled, Exam#, Exam Plan, Class Code, Job#, Job Title, Last/First Name, Person ID (or SSN), App. Recvd., Gender, Ethnicity, Source, Work Type, Status, Disposition, Start Date

	Applicants by Job
	Displays applicant’s information by selected criteria. Includes custom form fields from Applicant Master Profile. Select Job Number, Job Posting, Start/End Date, Application Status
	Last/First Name, Person ID (or SSN), Address, City, State, Zip Code, Home Phone, Msg Phone, Email, Email Notify, Gender, Ethnicity, Applicant birth day/month, Conviction, Date Received, Status, Source, Job Type, Custom Fields

	Applicants by Step
	Displays applicant step information by exam plan.  Select Exam Plan and Application Status
	Exam#, Exam Plan, Working Title, Class Title, Recruiter, Hiring Manager, Step#, Step Type, Last/First Name, Person ID (or SSN), Score, Disposition, Reject Reason, Online/Paper, App received date, Gender Ethnicity, Source.

	Applicants Not Notified
	Displays those applicants that have not been sent a notice in the step they are currently in. Select Date Range
	Date Range, Exam #, Job Title, Last/First Name, Evaluation Step Name, Disposition

	Application Source
	Displays each application source based on gender or ethnicity, includes totals and detailed percentages. Select Application Source by, Ethnicity, Gender, Source Only, Date Range, Application Status
	Application Source, Gender or Ethnicity, Heading Key, Total #, Percentages for each Source by Category, Overall Total and Percentages, Graph

	Barred From Applying
	Displays a list of applicants that have been barred from employment, with the reason.
	Last/First Name, Rejection Code, Rejection Reason

	Evaluation Step Results
	Displays the evaluation step results by exam plan.  Select Exam number, exam title, include applications (active, archive or both), select from additional fields.
	Exam Number, Exam Title, Step Type, Number of candidates passing/failing each step, Candidate Name, SSN (or Person ID), Address, City, State, Zip, Home Phone, Alternate Phone, Email, Ethnicity, Gender, Raw Score, Raw Max Score, Raw %, Type (online/paper)

	Interviews Scheduled
	Displays candidates that have an interview scheduled.  Select Date Range
	Date Range, Req.#, Req. Title, Department, Exam#, Job#, Last/First Name, Person ID (or SSN), Location, Interview Date, Time, Duration

	Offers Accepted/Rejected
	Displays employment offers, Accepted/Rejected status.  Select Date Range
	Date Range, Department, Req. #, Job Title, Last/First Name, Person ID (or SSN), Amount Offered, Bonus Amount, Offer Date, Answered Date, Status (accepted/rejected)

	Offers Extended
	Displays a list of employment offers that were extended by each department
	Department, Job Title, Last/First Name, Person ID (or SSN), Amount, Bonus, Date Offered

	Supplemental Questions by Job
	Displays the answers to agency-wide and job specific questions per job posting. Select Job, Date Range, Select Report Fields, Agency-wide Questions, Job Specific Questions
	Job Title, Date Range, Last/First/Middle Name, Address, City, State, Zip, Home Phone, Alternate Phone, Email, Date App. Received, Person ID (or SSN), Driver’s License, Answers to Agency-wide Questions, Answers to Job Specific Questions

	Eligible List
	
	

	Eligible List
	Displays a list of candidates placed on selected eligible list, with agency-wide question answers. Select Date Range, Eligible List(s), Fields to Display, Agency-wide Questions
	Date Range, Exam Plan, Exam#, Eligible List Name, Status, Analyst, Established Date, List Expiration, #Days Eligible, #Active, Candidate Name, Person ID (or SSN), Score, Inc. Rank, Seq. Rank, Inc. Rank Active, Seq. Rank Active, Date Candidate Expires, Address, City, State, Zip, Phone, Alt. Phone, Agency-wide Questions (Can show all fields, or only selected fields)

	Eligible List - Inactive Candidates
	Displays the candidates on the eligible list that are inactive and the inactivation reason.  Select Date Range, PIN (or SSN), List Type (all, active, inactive) and Exam Plan
	Date Range, Exam #, List Name, Job Title, Last/First Name, Address, City, State, Zip, Phone, Alt. Phone, PIN (or SSN) Eligible Date, Inactivation Reason

	Eligible List By Classification
	Displays the eligible lists details by classification.
	Exam Plan, List Name, Date List Expires, Req #, Name, PID (or SSN), Inc. Rank, Seq. Rank, Total Score, Status, Date Eligible

	Eligible List by Department
	Displays the eligible list details by each department. Select Date Range
	Date Range, Department, Exam Plan, Eligible List Name, Expires, Req.#, Candidate Name, Person ID (or SSN), Inc. Rank, Seq. Rank, Total Score, Status, Date Eligible

	Eligible List By Promulgation Date
	Displays eligible list details by promulgation date
Select Date Range, Form Fields, Select Custom Form Fields
	Exam #, Exam Title, Department, Assigned To, List Name, List Type, List Status, Promulgation Date, # Active Candidates, CFF’s from Exam Plan

	Eligible List by Requisition
	Displays the eligible list details by each requisition. Select Date Range
	Date Range, Requisition, Eligible List Name, Expires, Candidate Name, Person ID (or SSN), Inc. Rank, Seq. Rank, Total Score, Status, Reject Reason, Date Eligible

	Eligible List Summary
	Displays an eligible list summary for each exam plan selected.  Select Exam Plan, Date Range, Sorting Options
	Date Range, Exam #, Job Title, Eligible List Name, Analyst, Promulgated Date, Established Date, List Expiration, # Days Eligible, # Active

	Eligible List Summary By Classification
	Displays eligible list details by date range and classification
	Exam #, Job Class Title, List Name, Analyst, Promulgation Date, Established Date, List Exp. Date, #Days Eligible, #Active

	Eligible List Summary by Eligible Date
	Displays an eligible list summary for each exam plan selected by date range.  Select Exam Plan, Active, Archive, Date Range, Sorting Options
	Date Range, Exam#, Job Title, Eligible List Name, Analyst, Promulgated, First Established in Date Range, List Expiration, Days, # Active in Date Range

	Eligible List Supplemental Questions
	Displays eligible list with agency-wide and job specific questions.  Select One Eligible List, Date Range, Report Fields, Agency-wide Questions, Job Specific Questions
	Date Range, Exam Plan, Exam#, Eligible List Name, Analyst, Established Date, List Expiration, #Days Eligible, #Active, Candidate Name, Person ID (SSN), Score, Inc. Rank, Seq. Rank, Date Candidate Expires, Agency-wide Questions, Job Specific Questions

	Exam Plan
	
	

	Exam Plan by Recruitment
	Displays the job/exam plan information, requisition information, recruiting plan information and evaluation step information for the selected recruitment.  Select Job, Job Posting Custom Fields, Exam Plan Custom Fields, Requisition Custom Fields
	JOB/EXAM PLAN INFO: (Job#, Title, Exam#, Exam Type, Adv From, Adv To, Custom Fields). REQUISITION: (Req.#, Req. Title, Department, Division, Analyst, Liaison, Hiring Manager, Custom Fields). RECRUITING PLAN: (Ad Type, Ad Name, Requested Date, Start Date, End Date). EVALUATION STEPS: (Step Type, Weight %, Passing Score, Comments)

	Exam Plan Count by Step Type
	Displays each exam plan at the step type selected with total number at each step. Select Date Range Created, Evaluation Step Types, Summary Only (Optional)
	Date Range, Evaluation Step Type(s) Chosen, Exam#,  Exam Plan Title, Exam Plan Date Created

	Hires
	
	

	Hires by Date
	Displays candidates hire information by date range selected.  Includes custom form fields from Hire/Personnel Action. Select Date Range
	Date Range, Date Filled, Department, Job#, Req. Title, FLSA, Last/First Name, Person ID (or SSN), Gender, Ethnicity, Orientation Date, Start Date, Offer Amount, Bonus Amount, Custom Form Fields, Agency-wide Questions

	Hires by Department
	Displays candidates hired during a specific date range by department.  Select Date Range
	Date Range, Department, Job Title, Last/First Name, Position #, Person ID, Date Filled, Orientation Date, Start Date, Offer Amount, Bonus Amount, CFF’s

	Interest Cards
	
	

	Interest Card by Category
	Displays the number of applicants interested in a specific job category, includes percentage of total, with a link to view interested applicants contact information.   Select Date Range, Job Category
	Date Range, Job Category, Total # of Interests Cards (by Job Category), Percentage of Total by Job Category, Link to View Applicants Contact Information

	Interest Card by Classification Specification
	Displays the number of applicants interested in a specific classification, includes percentage of total, with a link to view interested applicants contact information.   Select Date Range, Class Specification
	Date Range, Classification, Classification Code, Total # of Interests by Classification, Percentage of Total Selected, Link to View Applicants Contact Information

	Postings
	
	

	Archived Postings
	Displays job postings that have been archived.
	Job#, Job Title, Status, Last Updated, Assigned To

	Closed Postings
	Displays postings that have closed. Select Date Range
	Job#, Job Title, Advertise From, Advertise To, Last Updated, Assigned To

	Current Postings
	Displays a list of current job postings with salary information. Select Date Range
	Job#, Job Title, Adv From, Adv To, Assigned To, Min/Hour, Max/Hour, Min/Daily, Max/Daily, Min/Weekly, Max/Weekly, Min/Biweekly, Max/Biweekly, Min/Semi-monthly, Max/Semi-monthly, Min/Month, Max/Month, Min/Year, Max/Year

	Draft Postings
	Displays postings that are currently in a draft status.
	Job#, Job Title, Adv From, Adv To, Last Updated, Assigned To

	Employment Opportunities
	Displays a listing of current employment opportunities, including promotional and transfer, in one document (PDF or Word).  Select from multiple job posting fields 
	Job Number, Job Title, Job Type, Salary, Advertise From, Advertise To, Description, Job #, Open Jobs Heading, Open Jobs Intro, Promotional Jobs Heading, Promo Jobs Intro, Transfer Jobs Heading, Transfer Jobs Intro

	Job Posting History
	Displays job posting information based on date range
	Class Code, Class Title, Job #, Job Title, Adv. From/To, Department, Location, Min/Max Salary, Salary Paid, Job Type, Job Status, Promotional, Transfer, Apply Online, Assigned To, Category

	Job Posting Hits
	Displays the number of applicants who viewed a job posting.  Select Date Range
	Date Range, Job #, Job Title, # Hits

	Job Postings
	Displays the selected information for the job postings fields (all, active, archived, draft, pending, expired).   Select Job Categories, Job Type, Posting Fields
	Date Range, Class Code, Class Title, Job #, Job Title, Advertise From/To, Department, Location, Min/Max Salary, Salary Paid, Job Type, Job Status, Promotional, Transfer, Apply Online, Recruiter Phone, Recruiter Email, Assigned To, Category, # Paper, # Online, Total # Received

	Recruitment by User
	Displays a list of recruitments conducted by each user, with date range.  Select Date Range, Job Type (Active, Archive, Draft, Expired, Pending or All)
	Date Range, User, Job#, Job Title, Status, Adv From, Adv To, Department

	Recruitments by Class
	Displays a list of recruitments conducted for each classification, with date range.  Select Date Range, Job Type (Active, Archive, Draft, Expired, Pending or All)
	Date Range, Class Code, Class Title, Job#, Job Title, Status, Adv From, Adv To, Department, Name

	Referred List
	
	

	Referred List by Classification
	Displays the referred list for each classification, with the status.  Select Date Range
	Date Range, Classification, Req.#, Last/First Name, Person ID (or SSN), Status

	Referred List by Department
	Displays the referred list for each department, with the status.  Select Date Range
	Date Range, Department, Classification, Req.#, Last/First Name, Person ID (or SSN), Status

	Referred List by Requisition
	Displays the referred list for each requisition, with the status.  Select Date Range
	Date Range, Req.#, Req. Title, Last/First Name, Person ID (or SSN), Ethnicity, Gender, Status, Rejection Reason, Comments

	Referred List Interview Results
	Displays the interviews scheduled for a particular exam and the comments. Select Date Range, Interviews Scheduled (current or all), Requisition #/Title
	Date Range, Requisition, Hiring Manager, Department, Division,  Last/First Name, Interview Date, Comments

	Requisitions
	
	

	Open Requisitions
	Displays a list of requisitions currently open.
	Req.#, Title, Department, Assigned To

	Received Requisitions
	Displays a list of requisitions received for a specific date range.  Select Date Range
	Date Range, Req.#, Req. Title, Department, Assigned To, Status, Approved, List Type, Bargaining Unit

	Requisition Detail
	Displays all of the information from the requisition form including custom fields as well as hire information.  Select Date Range
	Req. #, Req. Title, Working Title, Date Created, Position Type, Desired Start Date, # of Vacancies, Department, Division, Job Term, List Type, Status, Recruiter, Recruiter First/Last Name, Date Referred, Hiring Manager, Days to Fill, Hired Last/First Name, PIN (or SSN) Ethnicity, Hire Start Date, Date Filled, Total Cost, Skills, Comments, Custom Fields from Req., Position #, Employee First/Last Name, Vacancy Date

	Requisitions by Analyst
	Displays the requisition assigned to each analyst, with the status.  Select Date Range
	Date Range, Analyst, Req.#, Title, Department, Date Created, Status, Referred Date, # Referred

	Requisitions by Department
	Displays the requisition assigned to each department, with the status. Select Date Range
	Date Range, Department, Req.#, Title, Assigned To, Date Created, Status, Referred Date, # Referred

	Requisitions Filled
	Displays requisitions filled with the hire information for a specific date range. Select Date Range
	Date Range, Req.#, Position Title, Recruiter, Hiring Manager, New/Replace Position, Date Filled, # Days to Fill, Cost to Fill, Name Filled By, EEO Info., Start Date

	Requisitions Filled by Department
	Displays requisitions filled for each department within a specific date range. Select Date Range
	Date Range, Department, Req.#, Position Title, Recruiter, Hiring Manager, New/Replace Position, Date Filled, # Days to Fill, Cost to Fill, Name Filled By, EEO Info., Start Date

	Requisitions Filled by User
	Displays requisitions filled by each user within a specific date range. Select Date Range
	Date Range, Recruiter, Req.#, Position Title, Hiring Manager, New/Replace Position, Date Filled, # Days to Fill, Cost to Fill, Name Filled By, EEO info., Start Date

	Statistics
	
	

	Adverse Impact Analysis / Score Distribution Curves
	Display applicant adverse impact data by ethnicity and gender per evaluation step (hurdle) and display score distribution curves for applicant test scores for applicable evaluation steps. (Accessed through View Results in Exam Plan)
	Evaluation Steps (Written Test, Oral Board, Performance Exam), Ethnicity, Gender, Step Score, Distribution Graph broken down by ethnicity and gender which displays Mean, Median, Max, Skewness, and Standard Deviation. 

	Agency-Wide Questions Filter
	Filter the questions and answers to agency-wide questions.  Select Date Range, Job(s), Application Status, Agency-wide questions/answers
	Name, Person ID, Home Phone, Alternate Phone, Email, Job, Date Recvd., Time Recvd

	Applicant Flow
	Displays the applicant flow information by the selected exam plan.  Select Exam Number, Exam Title, Breakdown Type (Gender, Ethnicity, Source, Age Group), Include Applications (All, Active Only, Archive Only)
	Exam Step Type, Group (Gender, Ethnicity, Source Age Group), Start, Passed, Failed, Pass Rate

	Application Statistics
	Displays total applications received by day for a specific date range and percentage. Select Job Posting, Date Range, Application Status
	Date Range, Date and Day of Week, # Online Apps Received, % of Online Total, # Paper Apps Received, % of Paper Total, Total # of Apps Received, % of Total, Graph

	Application Statistics by Job
	Displays the number of applications received by job, includes department.  Select Date Range
	Date Range, Department, Job#, Job Description (title), # Apps Received

	Days Between Cert and Hire
	Displays the number of recruitments that were filled in fewer days than the target date, and the number of days between target dates.  Select Job(s)
	Average Days Between Cert and Hire, # Announcements (recruitments), # Target Days from Cert to Hire, Average Days

	EEO
	Displays EEO data within a specified date range.
Select date range, department(s), job(s), sort by Department/EEO category OR EEO Category/Department,
	Department, Job #, Job Title, Gender/Ethnicity, Disability, Veteran, #Online Applications, #Paper Applications, Total # Applications, % Online, Graphs

	Requisition Life Cycle
	Displays the date and number of days the requisition spent at each step in the process. Select Requisition(s), Req. Status, Date Range, Continuous Postings, Application Status
	Date Range, Req. Status, Application Status, Req.#, Title, Status, EEO Category, Class Code, Analyst, Department, Date Created, Days Adv From to Adv To, Days for Last Exam, Eligible Date, Days from Eligible to Referred Date, Days from Referred to Interviewed, Days from Interviewed to Offer, Days from Offer to Start Date, Total Number of Days, Comments

	Supplemental Questions Statistics
	Displays each supplemental question with the number and type of responses for each question, with percentage breakdown for each answer.  Select Job(s), Start Range, Application Status
	Date Range, Job Title, Application Status, Supplemental Questions, Answer Types, # of Answers Received for Each Response, Percentage of Total for Each Response

	Test Analytics
	Item, test, and performance statistics for test items and overall tests.  (Accessed through View Results on View Applicants by Step page)
	Point Bi-Serial Coefficient, KR-20, KR-21, Kurtosis, difficulty, upper/middle/lower performance, 4/5 rule violations, and Sub-Test Evaluations and Statistics

	Workload by Analyst
	Displays the number of items performed by each Analyst.  Select Date Range, Application Status
	Date Range, Analyst, # Lists Opened, # Apps Entered, # Apps Rejected, # Exams Scheduled, # Eligible Candidates, # Candidates Referred

	Workload by Job
	Displays the workload by department, job, date range
	Job #, Class, Adv. From/To, #Apps, #Days to Screen, #Took 1st Exam, #Passed All Exams, Int. Sch, W/D, Hired, Offer Pending

	Workload Summary
	Displays the overall numbers for work performed for all, or individual Analysts.  Select Date Range, Analyst, Department, Application Status
	Number of: Requisitions Received, Applications Received (online/paper), Applications Rejected, Total Exams Administered, Exam Types, # Passing/Failing/Other/No Show for each Exam Type, Eligible Candidates, List Referred, Candidates Referred, Hires

	System Administration
	
	

	Class and Salary Listing
	Displays current class and salary information in .PDF format. 
	Class Title, Class Code, Hourly (min/max), Monthly (min/max), Annually (min/max), Benefit Code, Physical Class, Bargaining Unit, Occupational Group

	Department User Detail
	Displays each departments and users assigned
	Last, First, Email, Phone, Status, Hiring Manager, Liaison, Originator, SME, Approver, Department Assigned, Division Assigned, Req Group, Create OHC Templates, Send OHC Notices

	Department Users
	Displays department users and their access in the system. Select Users (All, Active, Inactive)
	Last/First Name, Email, Phone, Status, Hiring Mgr, HR Liaison, Originator, SME, Approver, Department Assigned

	Department with Divisions Listing
	Displays each department and the division associated for each.
	Division Code, Division, Department, Active/Inactive Status

	Departments
	Displays a list of departments with their associated code.
	Department Code, Department Name

	Divisions
	Displays a list of divisions with their associated department
	Department, Division

	Duplicate Master Profile Records
	Displays a list of applicants that have duplicate Master Profile records in the system based on SSN or Unique ID.
	Last/First Name, Former Last Name, SSN (or Person ID) Address, City, State, Zip, Home Phone, Alternate Phone, Email Address

	HR Users
	Displays HR User name with status. Select Users to Include (Active, All, Inactive)
	Last/First Name, Email, Department Access, Admin, View Confidential, Status (active/inactive)

	Locations
	Displays an alphabetical list of current locations by address.
	Location Address

	Merged Master Profiles
	Displays candidate profiles that have been merged
	New vs Old, Last, First, PID (or SSN), MPID, Address, City, State, Zip, Home Phone, Email

	Tests
	
	

	Test Results
	Displays a list of candidate test scores using selected test.  Select Test, Date Range
	Test Name, Date Range, Last/First Name, Person ID (or SSN), Test Date, Test Time, Test Location, Gender, Ethnicity, Raw Score, Score %

	Test Roster
	Displays test roster based on location
	Exam Title, Exam Type, Open Date, Close Date, Test Name, App. Name, PID (or SSN), Address, City, State, Zip, Phone

	Test Roster - Cross-Filer
	Displays test roster based on cross-filer
	Name, Exam Plan, Exam Type, Open Date, Close Date, Test Name

	Tests Administered
	Displays tests administered for specific date range.  Select Date Range
	Date Range, Test Title, Location, Date, Time, Scheduled, Results

	Tests by Location
	Displays test location and name of test.
	Test Location, Test Title, Date, Time

	Tests Scheduled
	Displays a list of scheduled tests.
	Test Title, Date, Time

	Vacancies
	
	

	Vacancies by Department
	Displays vacancies by each department.  Select Date Range, Requisition Status
	Date Range, Department, Req.#, Title, Recruiter, Date Received, Date Referred, List Type, Bargaining Unit, # Vacancies

	Vacancies by Position
	Displays vacancies with position numbers and previous incumbent. Select Date Range, Requisition Status
	Date Range, Department, Req.#, Req. Title, Req. Creation Date, Position #, Previous Incumbent, Vacancy Date, Status, Assigned To, List Type, Bargaining Unit

	Vacancies by Requisition
	Displays the number of vacancies by requisition.  Select Date Range, Requisition Status
	Date Range, Req.#, Req. Title, Recruiter, Date Received, Date Referred, List Type, Bargaining Unit, # Vacancies

	Vacancies by User
	Displays the number of vacancies by each User.  Select Date Range, Requisition Status
	Date Range, Recruiter, Req.#, Req. Title, Date Received, Date Referred, # Vacancies


Ad Hoc Reports

Ad Hoc Reports provide the tool for creating customized reports on a particular type of data.  Reports can be created for any of the pre-defined data sets:

· Applicants

· Job Descriptions 

· Job Postings

· Open Recruitments

· Exam Plan

· Requisitions

· Written Exams

· Performance Exams

· Oral Exams

· Eligible Lists

· Eligible Candidates

· Eligible Candidates with Referrals

· Referred Lists

Ad Hoc reports are available by selecting ‘Ad Hoc Reports’ from the ‘Reports’ menu in Insight.  The list of previously stored ad hoc reports will be displayed.  Any ad hoc reports that you have created or that other HR users in your organization’s account have created as ‘shared’ reports will display in the list.
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To create a new ad hoc report:

1. Click the ‘New Report’ link

2. The Ad Hoc Report tool is displayed containing the following fields:

· Report Name – Report title
· Report Data – Type of data to report on
· Report Style – Tabular or Summary
· Display Columns – Columns to appear on report
· Filters – Criteria used to display report information
· Order By – Define the ordering criteria
· Summarize Columns – Summarize (or group) columns by defined criteria
· Make Public – To share the ad hoc report with other Insight Users.  Do not make report public if it contains confidential data that some HR Users would not normally have access to.

· Run Report Button – Execute report without saving

· Save Report – Execute and store the report for future use

3. Define the reporting criteria.  Then, save and run the report.
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Note

Ad Hoc reports that are made public will be available to all HR Users for your organization.  If the Ad Hoc report includes data for confidential fields such as gender and ethnicity, the report should not be made public if there are HR Users in your organization that should not have access to confidential fields.
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